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Greater Community Bank  

BSA Officer 

Position Summary 
 
The BSA Officer will oversee all aspects of the Bank’s Bank Secrecy Act (BSA) program 
management. The position will perform reviews and will monitor in the areas of the Bank 
Secrecy Act, USA Patriot Act, Anti-Money Laundering, OFAC, and the Customer 
Identification Program compliance using industry standard and regulatory guidance to 
ensure the Bank’s compliance efforts are maintained daily. The BSA Officer will oversee 
maintaining the BSA Policy/Procedures and annual BSA Risk Assessment.  
 
Reports To: Bank Compliance Officer   
 
Bank Secrecy Act Officer 
 

 Maintain and promote the Bank’s BSA and related laws’ policies and procedures, 
guidelines, tracking forms and application forms, for currency transaction reporting, 
suspicious activity reporting, monetary instruments sold for cash, exemption of 
customers, Patriot Act and OFAC processes. Ensure that these documents are 
updated when changes to laws are made. 

 Review suspicious accounts detected using automated system reports/reasonable 
suspicion, contacting officers for more information (if necessary). Review other 
related reports/customer statements and report unusual activities in the form of a 
Suspicious Activity Report (SAR) filing. 

 Ensure that Currency Transaction Reports (CTRs) and SARs are completed 
accurately and completely and filed with the proper agencies on time. Analyze 
large currency transaction reporting.  

 Ensure that all internal/external independent functions, regulatory and law 
enforcement agencies requests, findings and recommendations are compiled 
within a timely manner.  

 Verify “hits” against OFAC and Section 314 FinCEN requests. 

 Responsible for performing and documenting investigations pursuant to customer 
due diligence (CDD). 

 Evaluate the risk of new products and services and new accounts. 

 Report developments on significant BSA matters to the Senior Management. 

 Report to Board of Directors efficiencies and significant deficiencies to the BSA 
Program at least quarterly or annually, including Risk assessment on BSA.  Report 
Suspicious Activity Report (SARs) filings monthly. 

 Establish a BSA Compliance Program and provide ongoing education and training 
and testing on the bank’s BSA Policies and Procedures. 

 Respond to BSA related questions, issues and concerns from all group heads, 
department heads, bank officers and employees. 

 Assist in evaluating the risk of new products and services and new accounts.  

 Review effectiveness of automated system reports and recommend changes or 
modifications, if necessary. 
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 Attend BSA/AML/OFAC/USAPA compliance training at least semi-annually. Keep 
abreast of hot topics, alerts, changes or updates to the laws and regulations by 
checking pertinent websites frequently.  
 

 
Additional Responsibilities  
     

 Assist in maintaining updated procedures for all positions in the bank. 

 Assist the compliance department in vendor management and the Overdraft 
Privilege Program. 

 Performs other duties as required. 
 
Required Education, Experience, and Skills 
 

 Diverse background in bank operations with a good understanding of bank 
security controls, technology and information security.   

 College Degree desired, but not required if previous work experience is 
adequate. 

 Excellent interpersonal skills to represent the Bank in a positive way in dealing 
with customers and other employees. 

 Ability to develop and/or follow audit procedures. 

 Ability to effectively take audit findings and communicate them in a report format. 

 Working knowledge of Microsoft Word, Excel, and Power Point. 
 
Please submit resume to Careers@GreaterCB.com.  Greater Community Bank is an 
Equal Opportunity Employer. 
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